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FermiPoint
manual

This user manual covers the core procedures those with designer
permissions can perform in FermiPoint- a Fermilab-based content 5/5/20 13
management solution that utilizes the SharePoint 2013 platform.
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1.0 Managing the look and feel of your site
Designers are primarily responsible for the look and feel of a Fermipoint site, for designing and creating
pages, document libraries and lists that contributors can access and update.

2.0 Managing content across sites

2.1 Add site columns

Site columns can be re-used across sites and subsites when you create lists or document libraries in
these locations. There are built-in site columns that can be used with categories like core contacts and
calendar. Each of these categories have site columns such as start and end date, address etc. available
for your use or you can create new categories.

To add a site column:

1. Click the gear icon and select Site Settings.
2. On the Site Settings page in the Web Designer Galleries area, select Site Columns.

Web Designer Galleries

Site columns €——
Site content types

Master pages
Composed locks

3. From the Site Columns page that appears, click Create.

Site Settings - Site Columns o

g =i Create & Show Group: |All Groups
L Site Column Type Source
Base Columns
Append-Only Comments Multiple lines of text Kimberly Myles
E Categories Single line of text Kimberly Myles
End Date Date and Time Kimberly Myles
0w Language Choice Kimberly Myles
2 Start Date Date and Time Kimberly Myles
URL Hyperlink or Picture Kimberly Myles
Workflow Name Single line of text Kimberly Myles
Content Feedback
Number of Likes Number of Likes Kimberly Myles
Number of Ratings Number of Ratings Kimberly Myles
Rating (0-5) Rating (0-5) Kimberly Myles
Core Contact and Calendar Columns
Address Multiple lines of text Kimberly Myles
Anniversary Date and Time Kimberly Myles
Assistant’s Name Single line of text Kimberly Myles
Assistant’s Phone Single line of text Kimberly Myles

Rirthdav Nate and Time Kimherls Mulec



4. From the Create Column page that appears, fill out all required fields and click OK to create your
column.

Site Columns + Create Column o

o s el Bypm Column namo:

g Ty s ruaras bae i cokana and et |
4 Wpe of lskamiankan yoa wwa 13 e
e czheve

The type of infomation in this colamn i
© sighe Sne ottt
5 © Muttiplo bnes o et
© Croie Jman to chooss trom)
P O rbumber 11, 1.0, 100)
O cunency 18, %.0
QO Doe and Tave
O Lockup ntormation alraady on this ats)
© Yoo check bow)
© Porson or Group
O sypestinic o Pictum
Q Cakoutatod (cauiation based on othar columes)
O sk Duncoma
© FUl TN coment with faematting and constraints for ptishing
O Image with tonmatting and conatraints for publishing
O Hypestinic with doomanting 2nd constraints for publiching
O summary Links dana
© Rich moda data for putiiching
© Atinaged Motadota

g
Put thes e column into:
Squmcily & xiw cobormn g
Categeriarg cohorm o ren vl @ Eiting group:
rraks 4 waviar for vy b fod thern l E

Ornewgroup:

Fexdtord Cobemm Sty Deaiption

Spacty deuliad cptiom ot e P ot
wtssratce yre sacd
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Qv ®ne

Enforce Lniguo Vakes

Ove @no
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Dotaut value:
® T O Cileudaned Vabos

1

@ Cohuro Valboon

3.0 Working with Pages

Designers can create pages and add content to these pages in “Page Fields”. Page Fields are the
workable areas that content can be added to. Page Fields can contain rich text editors that enable
content authors to add and format text, tables, links and images and, depending on the page template
selected, they can also contain Web Part zones where Web Parts can be inserted. Pages are set up so
that content authors cannot make changes outside of the Page Fields.

3.1 Create a new page
1. Click the gear icon and select Add a page.
2. From the Add a page dialogue box that appears, name the page and click Create to create it.

Add a page

New page name:

Find it at https://sharepoint2013dev.fnal.gov/sandbox/kim/SitePages




NOTE: To find your page, select Site Contents from the quick launch menu.
From the Site Contents page, click Site Pages and select the name of your page to access it.

Site Pages

12 items
tladified 2 minutes ago

3.2 Edit a page
1. Click the gear icon and select Edit page or you can select the Edit link on the Top Links bar.

Newsfeed SkyDrive Sites  [G\ N o BN 4
) SHARE sy Follow L3 sinc J:D:

2. Make your desired changes and click Save from the ribbon (or the Top Links bar) to save these
changes.

FermiPoint Newsfeed SkyDrive Sites [JHGUCTEANE o B2
BROWSE  PAGE | FORMATTEXT | INSERT €y SHARE ﬁFOLLOVI 2 SAVE | {at

= Body v 13px v s I <> 9A z.
E?;' [EI B I U abex, X* EEMI asncend AaBlc] ‘
|

/ k Select -
Sa:le Checl( Out  Paste Paragraph Heading 1

Edit _
.~| layout, Source I, Convertto XHTML

Edit Clipboard Font Paragraph Styles Layout Markup

3.3 Change a page name
1. Click the Page tab.

BROWSE PAGE

2. Select the Edit properties button.

BROWSE PAGE I FORMATTEXT  INSERT

'-7-)_" D — EF Page History
= = =]
E [\ '%' &% Page Permissions
Save Check Out Edit Rename
- - Properties » | Page Delete Page
Edit Manage

3. From the Edit Properties page that appears, change the name of your page and click Save.

Name *
I Home page ‘ |.aspx

Open this Web Part Page in maintenance view to delete problem Web Parts and remove personal settings.
Open Web Part Page in maintenance view

Save l | Cancel




3.4 Change the layout of a page
1. Getinto edit mode. (Select Edit from the Top Links bar)
2. From the ribbon, select Text Layout and choose the format you want to apply (i.e. One column, Two

columns with header, Three columns etc.)

= <3 & b
=m3 / [3 Select+
Edit

layout . Source 5, Convertto XHTML

""""" i One column
i One column with sidebar

: Two columns

i Two columns with header
i Two columns with header and footer

i Three columns

i Three columns with header

i Three columns with header and

3.5 Insert Content on your page

1. Navigate to the page that you want to add content to and insert your cursor in the area where you
want the content to appear.
Get into edit mode (Select Edit from the Top Links bar).
Click the Insert tab.

FermiPoint
BROWSE  PAGE | FORMATTEXT l INSERV

EEH an 8

Table  Picture Video and Link Upload App Web Embed
- Audio + - File Part Part Code

Tables Media Links Parts Embed

-

4. From the insert tab, click one of the following icons to add the content you want:
e C(Click the Picture icon and select where to download content from: From Computer; From
Address; or From SharePoint.

ermiPoint
BROWSE PAGE FOF

g [

Table |Picture| Video and
- - Audio ~

Tables | From Computer L
From Address
Home From SharePoint




e C(Click the Table icon and select the number of rows and columns for your table by
highlighting the number of boxes.

FermiPoint
BROWSE  PAGE | FORMATTEXT | INSERT

|3 @ mﬁa

Table Picture Video and L|nk Upload
- Audio ~ File

@ Insert Table... Links
\lnsert Table

This is a

e Click the Video and Audio icon and select where to download content from: From
Computer; Embed; From SharePoint; From Address. (If you select Embed, a dialogue box
will appear where you can insert a script or an embed code and click Insert to embed it.)

& [

Video and  Link
Audio ~ -

| From Computer !
Embed ‘
From SharePoint

From Address

e C(Click the Link icon and select where to download content from: From SharePoint; From
Address.

M
C\‘)
Lmk Upload

4 From SharePoint

From Address
| -

e C(Click the App Part icon and select the App Part you want to add and click Add.

NOTE: An App Part can be a Web Part, a list, a library, a button on the ribbon. Essentially,
everything in SharePoint 2013 is an App.



BROWSE  PAGE ronwmsn|msmr (O sHARE Yy Fouow g save O
HldBH QN EE <>

Table  Picture Videoand  Link  Upload Web  Embed
- ~ Audio v e Part  Code

Tables Media Links Parts Embed

Parts About the part
CdCategories fiisite Assets Categories
Ecommunity Members ?5"2 Pages, Use the Categories list to define the categories available for discussion list posts
¥ Discussions List [¥iTask list

E@Documents o®Test discussion

EQDrop Off Library

[@Form Templates

o jim Test Blog

MMicrofeed

* » Add part to? Rich Content ]

Seclo
!

e C(Click the Web Part icon and select the Web Part you want to add and click Add.

NOTE: A Web Part is an out-of-the-box feature Designers can add to a page to provide certain
functionality. Designers can add Web Parts such as a Calendar Web Part to display a calendar or
an Announcements list Web Part to show a list of announcements on a page.

FermiPoint Newsfeed SkyDrive Sites [WUGIEEAANE o SR ]

BROWSE  PAGE | FORMATTEXT | INSERT ) SHARE Yy FOLLOW Q@ SAVE O

ZEH an 8]

Table  Picture Video and Link U;[:__load App Web Embed
- - Audio ~ - ile Part

Part Code
Tables Media Links Parts " Embed
Categories Parts About the part
Apps =/ Cicategories DSite Assets Categories
& BIO(-_; -Cf:mmu.mty Members ?S'te P_ages Use the Categories list to define the categories available for
[3 Business Data ¥ Discussions List [¥ITask list discussion list posts.
3 Community E@Documents ¥ Test discussion
3 content Rollup @EDrop Off Library
3 Document Sets [E@Form Templates
[3 Fitters &2 Jim Test Blog
3 Forms [+] [MMicroFeed
Upload a Web Part ¥ « »

Add part to: Rich Content ]

i

e Click the Upload File icon and select the file you want to add to the page and click OK.

BROWSE PAGE I FORMATTEXT I INSERT

= E B @n

Table  Picture Video and Link | Upload
- - Audio ~ - File

Tables Media Links

3.6 Add aYouTube video to a page

Before you add a YouTube video for the first time to your site, set up a new Site Assets library to store
this video. Once the Site Assets library is created and added to a site, you do not need to perform this
step again for that site.

Create a Site Assets Library

1. Navigate to the site you want to host a video on. Click the gear icon and select Site Contents.



Site Contents

From the Site Contents page that appears, click add an app.

iing Lists, Libraries, and other Apps @ SITE WORKFLOWS £ SETTINGS (5] RECYCLE BIN (0)
Docid test Documents
1item 4 items

s & add an app

Modified 4 days ago Modified 4 days ago

MicroFeed OneNote library Site Assets
2 items 0 items 3items

nts Modified 4 weeks ago Modified 4 days ago Modified 4 days ago
Site Pages Test tasks

5 items
ﬁ Modified 3 days ago

0 items
Modified 3 weeks ago

<lolal

3. Scroll down to the “Apps you can add” area and select Asset Library.

Apps you can add  Newest Name

External List
App Details

A8

Access App
App Details

Survey Asset Library Data Connection Library
App Details App Details App Details

Report Library XMS List Template Test template
App Details App Details App Details

4. From the Adding Asset Library dialogue box that appears, name this library i.e. “Media Library”

and click Create.



Adding Asset Library

Pick 2 name

You can add this app muttipte times to your site. Give it a
unique name.

Advanced Options

Add a YouTube video to your library

Name:

Media Library &~

Create

Cancel

1. Navigate to YouTube and select the video you want to use.

2. Under the video, click Share.

3. Click Embed and copy the embed code.
Science at Work

n fermilab - 82 videos

v I3 Subscribe ERERES
o Like [ Ahout Share Add to
Share thiz video Embed Email

22,321

®295 3

E it I~

<iframe width="560" height="315"
src="//www.youtube.com/enbed/IrrxNxDKtd8"
frameborder="0" allowfullscreen></iframe

-

4. Navigate to your Media library on your site by clicking the Gear icon, selecting Site Contents and
then your new site assets library, in this example we named it “Media Library.”

Media Library

new!

0 items
Modified 1 minute ago

5. From the Media Library page that appears, click the Files tab.

‘ FILES LIBRARY I

6. Choose the New Document dropdown menu and select Video.




Audio
\ Upload an audio file.
S

7.

BROWSE FILES LIBRARY
I

pload New
cument Folder D

New U
Document » Do

i Image L
Upload an image.

> Video
U Upload or link to a video.

From the Media Library page that appears, select Provide code to embed a video from the web and
paste the code into the Paste code to embed a video from the web field and add a name for your

video and click OK.

Media Library

ing

—

—

To create a new video, choose an option below:

O Upload a video from my computer

O Pprovide a link to a video

@ Provide code to embed a video from the web

Type the name of your video:

I Science at Work

Paste code to embed a video from the web:

allowfullscreen> <ﬁframe>|

<iframe width="560" height="315" sr¢="//www.youtube.com/embed/ImxNxDKtd8" frameborder="0"

| Preview ’ | oK l ' Cancel |




8. A page will display enabling you to update various fields including one to add the names of the
people in the video and a description field to add a summary of the video.

Fermilab

This video's thumbnail

R change thumbnail

ooooooo
This video's renditions

Video Properties

Content Type video [=]
nk to a video,

Name Fermilab
Description
=
Owner kmyles x
Show Dawnload Link 7]
pecif hether a button appe 1the video player page that allows th

Show Embed Lk [7]
5

Peaple In Video

reated at 1/3/2014 120 PM kmyles
Last modified at 1/3/2014 1:2 P} kmyles

9. Click Save to save your changes.

Save Cancel

Add the YouTube video to a page
You can add video directly to a page by pasting the embed code for that video or you can save it to the
page from your new asset library (in this example it’s called the Media Library.)

To add a video to a wiki or Web Part page using an embed code:

1. Getinto page edit mode.
2. From the ribbon, click the Insert tab.
3. Click the down arrow on the Video and Audio button and select Embed.



1

BROWSE PAGE FORMAT TEXT INSERT

o @ L <

Table Picture Video and Link Upload App Web Embed
- - Audio « File Part Part Code

Tables M| From Computer kS Parts Embed
Embed

Designer Tral From SharePoint
Home | From Address Get started with your site

4. From the Embed popup window that appears, paste your embed code. A preview will appear in

the popup window.

Fermipoint Newsfeed

BROWSE  PAGE | FORMATTEXT | INSERT

DBR) %E‘ 0’[7?3<!>

Table Picture Videoand Link Upload App Web  Embed
- - Audio ~ - File Part Part Code

Tables Media Links Parts S

X
S Y Embed a |
Designer Training
Home Paste some script or embed code below.
Notebook

<iframe width="560" height="315" src="//www.youtube.com/embed,/IrrxNxDKtd8" frameborder="0"
Documents allowfullscreen> </iframe>

Project Site
Test
Testing
Insert Cancel

Recent

Site Contents

Science at Work

# EDIT LINKS

Click Insert to insert this video on your page.
Click the Page tab and click Save to save the video to the page. Visitors can now click the arrow

on the video image to play the video.



BROWSE PAGE

l Kimberly Myles Computing Subsites Blog Contributor testing Designer Training Project Site

Video test

Designer Training Science at Work
Home
Notebook
Documents
Project Site
Test
Testing
Recent

Site Contents

# EDIT LINKS

To add video to a wiki or Web Part page from an asset library:

1. Getinto page edit mode.
2. From the ribbon, click the Insert tab.
3. Click the down arrow on the Video and Audio button and select From SharePoint.

BROWSE PAGE FORMAT TEXT INSERT

o @ 3 L <>

Table Picture ergand Link U;?:I_oad App Web Embed

- udio + ile Part Part Code
Tables M| From Computer NS Parts Embed
\n?;mbed
Designer DErom SharePoint
Home | From Address Get started with your site

4. From the Select an Asset page that appears, click the image you want to include from your asset
library (in this example it’s titled the Media Library) and click Insert.



B Designer Training - Home x §__\

€ - C' | @ https://mypoint.fnal.gov/personal/kmyles/design/SitePages/Home.aspx

it Apps [B ServiceNow [ FermiPoint || SharePoint Program... [ http--fermipoint-de... [ SharePoint Support ...

Select an Asset X
(1 Current Location: Media Library at https:/,

t.fnal.gov/personalkmyles/d Media Library [ |

Thumbnails »  Click to add new item =
> [y Documents

ContentType [ Name  Modified
& Documents

33 Drop oft Library EmEmEEm

L} Form Templates

Modified By  Length (seconds)

L3 Human Resources
& 1mages

&4 Meeting Minutes
> [} OneNote Notebooks

3 Pages
[&] shared pictures

£} SharePoint Procedures
v (£} Site Assets

4 Site Collection Document:

[RIETINBRN personal/kmyles/design/Media Librany] >
Insert Cancel
e
<1 - »

Fermipoint

ewsteed Kimberly Myle
PAGE

K

esigner Trainin

Computing bsite

aining Get started with your site  remo

7 EDITUNK

Newsfeed

I's pretty quiet here. invite more people to the site, or start  convers:

8% test docids

5. Click Save to save changes to your page.

3.7 Make a page the homepage for a site

1. Navigate to the page you want to make the new homepage for your site
2. Click the Page tab.

3. From the ribbon, click Make Homepage.



FermiPoint
BROWSE  PAGE | FORMATTEXT  INSERT

Ty = E[ Page History a = S
H:] [E L‘_‘?'. &% Page Permissions 9 = Cva

Save Check Out Edit Rename E-maila Alert P%pularity Make |Incoming
» v Properties» Page Delete Page Link Me - rends Homepage| Links
Edit Manage Share & Track Page Actions

4. A ‘Message from webpage’ dialogue box appears warning you that if you make a new page your
home page, users will no longer be able to see the old home page. If you agree, click OK to make

this change.

:Muvsage'fr'om'webpage' "

If you make this page the home page for this site, users will no longer
be able to see the old site home page. Do you want to set this page as
this site's home page?

[ ok || cancel

3.8 Add lists and libraries to a page
You can display views of lists and libraries on a page so visitors can see important information without

having to click through multiple lists or libraries. You can display a list or library on a page by editing the
page and then adding the list or library App Part to the page.

1. On the page that you want to add the list (or library) to, click Edit.

BROWSE PAGE

2| (&

Edit |Check Out

Edit

NOTE: If the Edit command is disabled or doesn’t appear, you may not have permission to edit the page.

2. From the ribbon, click the Insert tab and select App Part.

J IMSERT
NS Es

Jpload Al Web
%ile Pgr% Part

5 Parts

3. Select the App Part for the list or library you want to add and click Add.



4. From the ribbon, click Save to save your changes.

For more information, see the article Add, change, or delete a list or library on a page:
http://office.microsoft.com/en-us/office365-sharepoint-online-enterprise-help/add-change-or-delete-a-
list-or-library-on-a-page-HA102771941.aspx

3.9 Delete a page
1. Navigate to the page you want to delete and click the Page tab.

2. From the ribbon, select Delete Page.

BROWSE PAGE

Page History

&% Page Permissions

Edit Check Out Edit Renam
- - Properties»  Page | X Delete Page
Edit Manage

3. A ‘Message from webpage’ dialogue box will appear asking if you want to send the page to the
Recycle Bin. Click OK.

Message from webpage @

@ Are you sure you want to send this page to the site Recycle Bin?

[ ok ][ cance |

NOTE: The page will no longer appear in the Site Pages library.

3.10 Restoring a deleted page from the recycle bin
1. Select the gear icon and choose Site Contents.
2. From the upper right hand corner of the Site Content page, select the recycle bin.

Newsfeed SkyDrive Sites kmylesw X 2

) SHARE Yy Follow O

| Search this site v p‘

4 SITE WORKFLOWS ¥ SETTINGS | [E] RECYCLE BIN (0)

3. Check the box next to the page you want to restore and click Restore Selection to restore it.
Kim's lest Page » Recycle Bin o

&\ Restore Selection | X Delete Selaction

Type Mame Original Location Created By Deletedd Size

&) Test page.aspx /sandbox/kim/SitePages kmyles 1/3/2014 9:38 AM 7.7 KB


http://office.microsoft.com/en-us/office365-sharepoint-online-enterprise-help/add-change-or-delete-a-list-or-library-on-a-page-HA102771941.aspx
http://office.microsoft.com/en-us/office365-sharepoint-online-enterprise-help/add-change-or-delete-a-list-or-library-on-a-page-HA102771941.aspx

3.11 Restoring an older version of a page
1. Navigate to the page you want to update and click the Page tab.
2. From the ribbon, select the Page History button.

BROWSE PAGE

=
¥ N

?’. ‘ &% Page Permissions
Edit Check Out Edit Rename
- - Properties» Page x Delete Page
Edit Manage

3. From the Page History page that appears, select Version History.
Test page » Page History o

X Delete Item | fQEManage Permissions | [h(heck Outf | @Verslon History @Workﬂows | ‘G Alert Me

This page does not show changes in Web Parts. images, ar HTML formatting
Modified at 11/26/2013 4:06 PM by L] kmyles Deleted  Added
wiki Content

This is a test of working with a page.

4. Click the Modified date to get a dropdown menu that allows you to view, restore or delete (as
long as it’s not the current default version) that version of the page.

Versions saved for Test page.aspx o

Delete All Versions
No.4 Modified Moditied By se Comments
20 11/26/2013 406 PM kmyles 33KB

Wik Content This 15 a test of
working with a
page.

10 kmyles 33KB

View

Restore

Delete

5. If you choose Restore, a ‘Message from webpage’ dialogue box will appear asking if you want to
replace the current version of the page with the selected version. Click OK to accept this update.

Message from webpage X

@ You are about to replace the current version with the selected version.

6. If you choose to View the page, the page will appear. From the View tab, you can choose to
delete this version by clicking Delete Item Version or you can restore it by selecting Restore
Item Version.

e If you choose to delete it, a ‘Message from webpage’ dialogue box will appear asking if you
want this version sent to the Recycle bin. If you do, click OK.



e If you choose to Restore this version of the page, a ‘Message from webpage’ dialogue box
will appear asking if you want to replace the current version with the selected version. Click
OK to accept this change.

BROWSE VIEW

/1@l Version History | X Delete Item Version

% Shared With €) Restore Item Version
Edit

Item < Delete Item
Manage Actions
Home Namie
Documents Test page
Recent
Drop Off Library
Task list

3.12 Running spell check on your page
To check the spelling on a page, perform the following:

1. Select the Page tab and click Edit (or select the Edit link from the Top Links bar).
BROWSE PAGE
2 (o

Edit Check Out E
v v Prope

FrA#
2. From the ribbon, select Spelling.

ABC

Speliing

v

Speiling

A Spell Check text box will appear indicating if any spelling error(s) are found. The misspelled
word will be underlined in red.



Spell Check G'X
; »

1 spelling error(s) found

What's your style? Your site. Your brand.

OK

Documents
@ new document or drag files here
v [ nNeme /
@5 test dogids %

L [l  Blue logo for FPT 3

3.13 How to add custom tiles to a page (Promoted Links)
Your site comes with an out-of-the-box set of tiles such as “Get started with Your site.” You can replace

these tiles with your own custom tile(s). First you will need to remove the existing tiles.
I Test subsite

Get started with your site  remove mis

ke
lv|

Working on a Add lists, libraries,
deadiine? and other apps.

What's your style? Your site. Your brand.

Documents
Start a conversation ] @ new document or drag files here

v O Name

It's pretty quiet here. Invite more people to the site, or start a conversation. There are no documents in this view

To remove existing tiles:
1. Click Remove this right above the tiles.

Next, you will need to add a new “Promoted Links” list:

2. Click the gear icon and select Site Contents.
3. Select add an app.

& add an app

4. Choose the Promoted Links app.

Promoted Links
App Details



5. Add a name for your Promoted Links app in the Name field.

Adding Promoted Links 3

Pick 2 name Name:

You can add this app multiple times to your site. Give it a | New Tilesl l
unique name,

Advanced Options ’ Create ‘ ‘ Cancel ’

6. From the Site Contents page, open the new list you created by clicking it.
7. From the New Tiles page that appears, click All Promoted Links link.

# Fermilab ‘i’eilt subsite Tl/ EDIT LINKS
ew lllies

The list is empty. Add tiles from the All Promoted Links view,

8. Inthe All Promoted Links view of the New Tiles page that appears, click new item.

€ - Test subsite # EDIT LINKS
3¢ Fermilab _
I\lew Tiles
C'I' edit this list
Tiles  All Promoted Links ~ «=

v Title Background Image Location Description  Link Location Launch Behavior Order

There are no items to show in this view of the "New Tiles" list

9. From the form that appears fill out the following:

e Atitle for your link.

e Add a Web address and description for your link’s background image (Upload and save an
image to your SharePoint Asset library and copy the link to this location and paste it in this
field.)

e Add a Web Address and description for a Link Location to point to.

e From the Launch Behavior dropdown menu, you can select from In page navigation; Dialog;
or New Tab.

e You can set the order your link(s) will appear in by entering a number in the Order field.



Title * | |

Background Image Location Type the Web address: (Click here to test)
[ http:// I
Type the description:

Description

Link Location * Type the Weh address: (Click here to test)
[htspry |
Type the description:

Launch Behavior * In page navigation ﬂ

| Save l | Cancel

10. Click Save to save your changes.

11. Navigate to the page you want to add the new links to and get into edit mode (click the Edit link
from the Top Link Bar). Click the Insert tab and select Web Part.

12. From the Parts area of the Web Part page that appears, choose New Tiles and click Add.

FermiPoint Newsfeed SkyDrive Sites [SIUCERNEE o BJ

BROWSE  PAGE | FORMATTEXT | INSERT ) SHARE ¢ Follow CJ s pg save O

b [ ® <

Table Picture Video and Link  Upload App Web Embed
- - Audio ~ File Part Part Code

Tables Media Links Parts Embed
Categories Parts About the part
[ Apps [] ‘mDocuments Documents
3 Blog MmicroFeed
3 Business Data MNew Tiles
3 Community EQsite Assets
3 Content Rollup @ site Pages
3 Document Sets ” ¥
3 Filters
3 Forms =)

Upload a Web Part ¥ 3
Add part to: Rich ContentE]

Add Cancel
13. From the ribbon click Save.

Your new tile (link) will now appear on your page. If you click it, it will open to the link you added in the

form.



# Fermilab Test subsite ’ E[.rIT LINKS Search this site v P
Test subsite

New Tiles

Storm test

Ne Documents
Start a conversation @ new document or drag files here
v [0 nName

It's pretty quiet here. Invite more people to the site, or start a conversation Thiere are rio‘docaments in thi

4.0 Working with Lists

4.1 Createalist
1. Click the gear icon and choose Add an app from the dropdown menu.

I Site Administrator = | {X

OOV Shared with..

Edit page

s site
Add a page

Add an app

Site contents

Change the loak

Site settings

Getting started

2. Choose from the list of available ‘List apps.” For example: Custom List, Tasks, Calendar etc.

- @ 2

25 Fermilab o s Tetl Heoras Tete
Site Contents » Your Apps

Custom Uist g Taks

Your Ao 2
App You Can Add

arbogld berle g bucvec
<l

POPPPPPPFFVOOIIFPIOOFF OO 02PF 000020

3. Choose a name for your new list and click Create to create it.



4.2 Delete alist

Click the gear icon and select Site Contents.

Double click on the List you want to delete.

From the page that appears, select the List tab.

From the ribbon, select List Settings.

From the Settings page, in the Permissions and Management area, select Delete this list.

| est of tasks » Settings

vk wN e

List Information

Name: Test of tasks

Web Address: https://sharepoint2013dev.fnal.gov/sandbox/kim/Lists/ Test of tasks/Allitems.aspx
Description:

General Settings Permissions and Management Communications
o List name, description and navigatiani o RSSsettings

2 Versioning settings @ Save list as template

a Advanced settings 8 Permissions for this list

a Validation settings 8 Warkflow Settings

8 Rating settings Generate file plan report

8 Audience targeting settings @ Enterprise Metadata and Keywords

@ Metadata navigation settings Sektiios

- g : a Information management policy settings
8 Per-location view settings 9 PONCY 4

8 Form settings

6. A ‘Message from webpage’ dialogue box will appear asking if you are sure you want to delete
the list and send it to the Recycle bin. Click OK.

4.3 Change the title for a list
1. Navigate to the list you want to update. (Gear icon, Site Contents, select the list.)
2. Select the List tab.

BROWSE TASKS | LIST l

3. From the ribbon, select List settings.

g %
2 e .
List -

Settings

Settings

4. From the General Settings area of the Settings page, select List name, description and
navigation.



General Settings

@ Versioning settings

a Advanced settings

a Validation settings

@ Rating settings

@ Audience targeting settings
a IMetadata navigation settings
@ Per-location view settings

@ Form settings

5. From the General Settings page that appears, update the Name field and click Save to save your
changes.

Settings » General Settings

HMame and Description

Name:
uwant it /
nd links Task list |

pe

Type a new name

twill help site Description:

er a link ta this list I Display this list on the Quick Launch?

nick Launch = e
Ciyes @ No

‘ Save ‘ Cancel 1

4.4 Create a custom list
1. Click the gear icon and choose Add an app from the dropdown menu.
2. Select the Custom List option.

Custom List
Popular built-in app
App Details

3. From the ’‘Adding Custom List’ form that appears, name your new list and click Create.

Adding Custom List ®
Pick 2 name Name:
You can add this app multiple times to your site. Give it a | Reww Listl

unique name,

1
Advanced Options ‘ Create ‘ ‘ Cancel

NOTE: You will need to create new columns to build out your list.



4.5 Add acolumn
1. Navigate to the list (or Library) you want to update.
Click the List (or Library) tab.
From the ribbon, click Create Column.

LIST

(7 Modify View . Current View:

Iil Create Column = All Tasks >
A Srdicatnks
r Navigate Up + Current Page

Manage Views

4. Fill out the form that appears and click OK to save your changes:
e Inthe Name and Type area, enter the name that you want for the column and add it to the
Column name box.
e Under ‘The type of information in this column is’ area, select the type of information you
want to appear in the column i.e. yes or no response, choice column number, hyperlink etc.

Create Column

Name and Type Column name:
[

Type a name for this column, and |
select the type of information you
want to store in the column,

The type of information in this column is:

©IUIE IS W MIIUSE 1y
© Number (1, 1.0, 100)

© Currency (8, ¥, €

© Date and Time

© Lookup (information already on this site)

© ves/No (check box)

& Person or Group

@ Hyperlink or Picture

© Calculated (calculation based on other columns)
@ Task Outcome

© External Data

© Managed Metadata

Additional Column Settings Description:
s

Specity detalled options for the type
of information you selected

Require that this column contains information:
© Yes @ No

Enforce unique values:

© Yes @ No

Maximum number of characters:
s

Default value:

© Text © Calculated Value

¥] Add to all content types
@ Column Validation

oK ‘ Cancel



4.6 Delete a column
Important: If you delete a column, you also delete any data in the column. Once you delete a column,
you cannot restore the column from the Recycle Bin.

1. Navigate to the list or library that you want to delete a column from.
2. From the ribbon, click the List (or Library) tab.

NOTE: The name of the tab may vary depending on the type of list or library. For example, if your list
is a calendar, the name of the tab is Calendar.

3. From the ribbon, click List Settings (or Library Settings).

4. On the List Settings (or Library Settings) page, in the Columns section, click the name of the
column that you want to delete.

Columns

A column stores information about each item in the list. Because this list allows multiple content types, some column settings, such as whether infarmation is required ar optional for a calumn,
are now specified by the content type of the item. The following columns are currently available in this list:

Calumn dick to =dit; Tope Used in
% Complete Number Task
Assigned To Person or Group Task
Completed Calculated (calculation based on other

columns)
Created Date and Time
Description Multiple lines of text Task
Due Date Date and Time Task
Madlified Date and Time
Predecessors Lookup Task
Priority Choice Task
Related Items Related Items Task
Start Date Date and Time Task
Task Name Single line of text Task
Task Status Choice Task
Created By Person or Group
Madlified By Person or Group

8 Create column
8 Add from existing site columns

@ Indexed columns

5. From the Edit Column page that appears, scroll to the bottom of the page and then click Delete.

Settings » Edit Colurmn o

Columnmame:

Thet;p2of information in this colun n i:
1 Singhe linz of tert
20 Multiphe lines of test
21 Chokz (menuto chooss from)
® matzand Tine

Descrption

Rasjuira that this colum n comains inform ation:
©¥es @ Ho

Enforca unijue aluss:

s @ o

Dateand Time Format

©® DoteOnt © Date &Time

Dispha; Format

 Standud @ Friend

Dsfault alue:

© {Honz)

1 Tocky's Date

©

Ener chite in 11D/ V(Y format.
) Cakuhtad Value:




7. A ‘Message from webpage’ dialogue box will appear asking if you are sure you want to delete
the list and send it to the Recycle bin. Click OK.

Note: Lists and libraries contain required columns that can’t be deleted, such as the Title or Name. If the
column can’t be deleted, the Delete button is not available. If you can’t delete a column, but you don’t
want the column to appear in a view, you can remove it from the view. (See section 4.0 Working with
Views for more information...)

' Message from webpage

This column will be removed and all the data stored in the column will
be permanently deleted. If this column is currently being used by any
content types, it will be removed from those types. Are you sure you
want to delete this column?

[ ok || conel |

4.7 Add a site column to a list or library

Navigate to the list (or library) that you want to add a site column to.

From the ribbon, click the List (or Library) tab.

From the ribbon, click List Settings (or Library Settings).

On the Settings page, in the Columns section, click Add from existing site columns.

P wnNPR

B Create column
9 Add from existing site columns /

8 Indexed columns

5. Onthe Add Columns from Site Columns page that appears, in the Select Columns section, select
the group of site columns to choose from in the ‘Select site columns from” drop-down list.

Settings » Add Columns from Site Columns o

Select Columns

Select which site columns to add Select site calumns from: y

tathis lst All Groups <
Available site calumns: Columns to add:
Actual Work |
Aliases
Anniversary
Append-Only Comments Remove

Assistant’s Name
Assistant's Phone
Author
Description:
Nane

Group: Document and Record Management Columns

Options
[@] Add to all content types

Add to default view

When you select a column group from the list, the available site columns appear in the Available site
columns list.

6. Select the site columns you want to add and click Add.



Available site columns:
Actual Work

Address

Aliases

Assistant’s Name
Assistant's Phone
Author

Auto Update
Rilline Infarmatian

Append-Only Comments

=

1

Add

‘ < Remove
L

Columns to add:
Active

7. To add the column to the default view, which people on your site automatically see when they

first open a list (or library) make sure Add to default view is selected. Some lists such as the

Tasks list also have the option Add to all content types, which is selected by default. If you want

to add the column to all content types, make sure Add to all content types remains selected.

Options

8. Click OK.

Add to all content types
Add to default view

the additional options that you want.

Import a spreadsheet to create a list

data, missing headers or contains formulas.

NOTE: Depending on the type list or library, there may be more settings in the Options section. Select

NOTE: Before you import a spreadsheet, make sure that it doesn’t have blank columns, rows missing

1. Click the gear icon and choose Add an app from the dropdown menu.

2. Select the Import Spreadsheet App from the list of apps.

Import Spreadsheet
App Details

3. From the New form that appears:

e  Enter a name for your app (Try to keep names short and eliminate spaces.)

Hame and Description

Typeane
site. Type d

new

Site Contents » ['lew

you want it to appea
text that will help si

Import from Spreadsheet
Specify the location for the spreadsheet you want to use as the basis for this st

ings and links throughout the
use this list

Name:

Description:

File location:

[

H Browse... ‘




e C(Click the Browse button to browse to your spreadsheet, select it and click Import to
import it.

NOTE: a dialogue box appears that asks how your range should be designated. Select Range of Cells and
then click your spreadsheet and highlight the desired cells.

4. Click the Import button to import your spreadsheet.

4.9 Overlay multiple calendars
1. Navigate to the calendar you want to update and select the Calendar tab.

FermiPoint

BROWSE EVENTS | CALENDAR

2. From the ribbon, click Calendar Overlay.

FermiPoint
BROWSE EVENTS CALENDAR
o = | B
A week &
Expand Collarse Calendars
Al Al Overlay

E™ Month
Scope Expand

3. The Calendar Overlay Settings page appears. Click New Calendar to add a new calendar to
overlay.

4. Select the Calendar Name for the new calendar and add information such as the color you want
to assign to it, the Web URL for the calendar list and the list type and click OK to save your
changes.

Repeat these steps until you have all the calendars you want to overlay added.

Home  MyProjectHome . EOITUINKS

Settings » Calendar Overlay Settings o

Hame snd Type
s

Calendar Name:
Cal Overlay 1

Tha typ of calandar i
@ SharePaint
© Exchange

Calendar Overlay Settings
Deseription:
Speciy detaled options for the fype of information you selected.

Color:
Oark Green, #134029 =] I

Web UAL:
nitpe//dev1oL5:100 1| nesave

List

o7 &

List View:
e &

Elalways show



NOTE: SharePoint allows a maximum of 10 calendars per view in Calendar Overlay

5.0 Working with views

You can create a view of a list or library to see content in the order that you prefer by creating a

personal view or by sharing that view and making it available to all visitors to your site.

Read more about views in the following article: Create, change, or delete a view of a list or library:

http://office.microsoft.com/en-us/sharepoint-server-help/create-change-or-delete-a-view-of-a-list-or-

library-HA102774516.aspx

5.1 Create aview

1. Navigate to the list (or library) where you want to create a view, click the List (or Library) tab,

and then click Create View.

Create
View

2. Choose a view type, such as Standard View, Gantt View or a Custom View created in

SharePoint Designer.

Settings » View lype o

Choose a

DQ View data on a Web page. You can choose from a list of display styles.

= Calendar View
H View data as a daily, weekly, or monthly calendar.

memm Datasheet View
~Ql View data in an ediitable spreacsheet farmat that is convenient for bulk editing
and (]\IICk customization.

r‘ Gantt View
*Ql View list items in a Gantt chart to see a graphical representation of how a
team’s tasks relate over time.

Q( Custom View in SharePoint Designer
& Start SharePaint Designer to create a new view for this list with capabilities

such as conditional formatting.

3. From the Create View page that appears, fill out the following fields:

e Inthe View Name field, type the name for your view.
e Select Make this the default view if you want to make this the default view for the list

(or library).

NOTE: Only a public view can be the default view for a list or library.

e Inthe Audience section, under View Audience, select Create a Personal view or Create

a Public view.

e Inthe Columns section, select the columns that you want in the view and clear the

columns that you don’t want to appear. Next to the column numbers, select the order

that you want to columns to appear in the view.

4. Configure the other settings for your view, such as Sort and Filter, and click OK.


http://office.microsoft.com/en-us/sharepoint-server-help/create-change-or-delete-a-view-of-a-list-or-library-HA102774516.aspx
http://office.microsoft.com/en-us/sharepoint-server-help/create-change-or-delete-a-view-of-a-list-or-library-HA102774516.aspx

Hame

Settings » Edit View o

View Name:

Ty a name for this view of the list. Make
descriptive such as "Sorted by Author’, so that site visitors will
Know what to expect when they dlick this link

(ear the check box nert to each column you want to
show or hide in this view of this page. To specify the order
the calumns, select a number in the Position from left biox

o sat
Sellect up to two columns to determine the order in which the
items in the view are displayed. Leam about sorting items.

S Filter

Show all of the items in this view, o display a subset of the
items by using filters. Ta filter on a column based on the
current date or the curtent user of the site type [Today] or
[Me] as the column value. Use indexed columns in the first
clause in order to speed up your view. Filters are particularly
important for lists cantaining 5,000 or more items b
they allow you to work with large lists more efficientl
about filtering items

Tabular View
Group B
Totals

Stide

@ Folders

@ ltem Limit

3 Mobile

Adjust mabile settings far this view.

All Tasks

Web address of this view:
3der

| 5
Alltems i

“This view appears by default when visitars follow a link to this ist. If you want to delete
this view, first make another view the default.

fnal. ts/Task list/

Display  Column Name Position from Left
Completed

Task Name (linked to item with edit menu)
Due Date

Assigned To

% Complete

App Created By

App Modified By
Attachments

Content Type

Created

Created By

Description

Edit (link to edit item)
Folder Child Count

D

Ttem Child Count

Modified

Modified By

Predecessors

priority

Related Items.

Start Date

Task Name

Task Name (inked to item)
Task Status

Type (icon linked to document)

Version

First sort by the column:

None :
® . Show items in ascending order

(ABCorl23)
o

Then sort by the column:

e [

B

Show items in descending order
(€BAO321)

Show items in ascending order
(B Cor1 23

Show items in descending order
©BA3 21
Sort only by specified criteria (folders may not appear before items).

© E Show allitems in this view

® g Show items only when the following is true:

Show the items when column

None :

©and ® or

When column

Show More Columns,

[¥] Enable this view for mabile access
(Applies to public views only)

Make this view the default view for mobile access
(Applies to public views only)

Number of items to display in lst view web part for this view:
3

Field to display in mbile list simple view:

Completed

Web address for this mobile view:
3dev.fnal

ps:/ aspx?

[t
2Dcd7e%2D4809%2D9601%2D84{88777e3b7

e |



5.2 Modify an existing view
Use the following steps to change a view, such as making it the default view, adding or removing

columns, and changing the sort order of items in the view.

1. From the list (or library) where you want to change a view, click the List (or Library) tab.
2. Select the view you want to change from the Current View drop-down list.

J LIST I

] [T7 Modify View . Current View:

m Create Column  All Tasks )4
f Navigate Up | Default
Manage Vil Al Tasks E
| Public
Calendar

| Completed —
| Gantt Chart
: Late Tasks
| My Tasks
[ Upcoming ||
|Other

| Configure Views for This Location =

3. Click Modify View.

NOTE: If Modify View is disabled, you don’t have the permissions to modify the current view. You

can, however, modify your personal views.

5.3 Delete a view
NOTE: If Delete is not an option, this may be the default view for a list or library. You must first modify

another view and make it the default.

1. Inthe list (or library) where you want to delete a view, click the List (or Library) tab.
2. Select the view you want to delete from Current View drop-down list.

J st |

Modify View ., Current View:
] 7 Modity T
[if] Create Column | All Tasks - T

3
‘ Navigate Up | Default

Manage Vil Al Tasks E

| Public
Calendar

| Completed —
| Gantt Chart
| Late Tasks
| My Tasks
[ Upcoming ||
|Other

| Configure Views for This Location

3. Click Modify View.



LIST

[ Modify View . Current View:

‘: Modify View é—

5 ‘ Modify in SharePoint Designer (Advanced]

Manage Views Tags

4. Inthe top area of the view, click Delete.

Settings » Edit View o /

‘ Delete l ‘ oK ‘ ‘ Cancel 4
the list. Make the name descriptive, such as “Sarted by Viewbiames
will know what to expect when they click this link I Completed |
Web address of this view:
https://sharepoint2013dev.fnal. Ihox/kim/Lists/Task list/
completed A3P%

Make this the default view
(Applies to public views only)

5. A ‘Message from webpage’ dialogue box will appear asking if you are sure you want to delete
this view. Click OK.

6.0 Create a document library

6.1 Create a Library (Document, asset, picture etc.)

A SharePoint library allows contributors to create, store, update, and collaborate on files with team
members. Each type of library — document, picture, form, wiki page, asset, report, record, data
connections, and slide — displays a list of files and key information about the files, such as who was the
last person to modify the file, which helps contributors to use the files to work together.

Types of Libraries available:

Asset library: To share and manage digital media assets, such as image, audio and video files, use an
asset library. An asset library makes it easier for users to discover and reuse digital media files that
others have already created, such as logos and corporate images. An asset library also provides content
types with properties and views for managing and browsing media assets, such as thumbnails and
metadata keywords. For example, you may want to manage and store branded images and reusable
content fragments from applications so they are available throughout your enterprise and consistently
used.

Data Connections library: To simplify the maintenance and management of data connections, use a
data connection library. A data connection library is a centralized place to store Office Data Connection
(ODC) files. Each of these files (.odc) contains information about how to locate, log on, query, and access
an external data source. Centralizing ODC files in a data connection library also makes it possible to
share, manage, and search data connection files from within a SharePoint site, and helps ensure that
business data and reports, especially spreadsheets, maintain a consistent set of values and formula
results as "one version of the truth".



Document library:  For many file types, including documents and spreadsheets, use a document
library. You can store other kinds of files in a document library, although some file types are blocked for
security reasons. When you work with programs that are not blocked, you can create those files from
the library. For example, your marketing team may have its own document library for planning
materials, news releases, and publications.

Form library: If you need to manage a group of XML-based business forms, use a form library. For
example, your organization may want to use a form library for expense reports. Setting up a form library
requires an XML editor or XML form design program, such as Microsoft InfoPath. The form that people
fill out is just an .xml file that contains the data (and only the data) that was entered into the form, such
as the expense date and the amount. Everything else that makes up the expense report is provided by
the form template. After people fill out forms, you can merge the form data or export it for analysis.

Picture library: To share a collection of digital pictures or graphics, use a picture library. Although
pictures can be stored in other types of SharePoint libraries, picture libraries have several advantages.
For example, from a picture library you can view pictures in a slide show, download pictures to your
computer, and edit pictures with compatible graphics programs, such as Microsoft Paint. Consider
creating a picture library if you want to store pictures of team events or product launches. You can also
link to pictures in your library from elsewhere on your site, such as from wikis, and blogs.

Record library: To keep a central repository for storing and managing your organization's records or
important business documents, use a record library. For example, your organization may need to adhere
to compliance regulations which require an organized process for managing pertinent documents. A
Records Center site can contain a number of record libraries for storing different types of records. For
each library you can set policies that determine what records to store, how to route and manage the
documents, and how long these records must be retained.

Report library: To simplify the creation, management and delivery of web pages, documents and key
performance indicators (KPI) of metrics and goals, use a report library. The report library is a central
place where you can create and save reports, such as Excel workbooks, and dashboard pages. When you
publish an Excel workbook to a reports library, it is single-click enabled to open in browser view, which is
a convenient way to see the workbook without adding it to a Web Parts page.

Wiki Page Library: To create a collection of connected wiki pages, use a wiki page library. A wiki
enables multiple people to gather information in a format that is easy to create and modify. You can also
add wiki pages that contain pictures, tables, hyperlinks, and internal links, to your library. For example, if
your team creates a wiki site for a project, the site can store tips and tricks in a series of pages that
connect to each other.

To create a library:

1. Click the gear icon and choose Add an app from the dropdown menu.



I Site Administrator = | {X

fOLLOW  Shared with..,

Edit page

lis site
Add a page

Add an app

Site contents

Change the look

Site settings

Getting started

2. Choose from the list of available “Library apps.”
3. Choose a name for your new list and click Create to create it.

6.2 Edita library title
Navigate to the library you want to update the title for and select the Library tab.
From the Ribbon, select the Library settings button.
From the Settings page that appears in the General Settings area, click List name, description
and navigation.

General Settings

@ List name, description and navigation

a Versioning settings

@ Advanced settings

@ Validation settings

a Column default value settings
@ Rating settings

@ Audience targeting settings

8 Metadata navigation settings
a Per-location view settings

@ Form settings

4. From the General Settings page that appears, update the Name field and click Save to save your
changes.

Settings » General Settings

Mame and Description
Name:
Type a new name as you want it

to appear in headings and links Documents
thraughout the site. Type
descriptive text that will help site
visitors use this document
library.

Description:

Mavigation :
Specify whether a fink to this I Display this document library on the Quick Launch?

document library appears in the 2
Quick Launch, Note: it only @Yes ©No
appears if Quick Launch is used
for navigation on your site.

Save Cancel



6.3 Delete a document library

1.
2.
3.

4.

6.4

Navigate to the library you want to delete and select the Library tab.
From the Ribbon, select the Library settings button.
From the Settings page in the Permissions and Management area, select Delete this library.

Permissions and Management

o Delete this document library /

@ Save document library as template

8 Permissions for this document library

8 Manage files which have no checked in version
o Workflow Settings

@ Generate file plan report

o Enterprise Metadata and Keywords Settings

8 Information management policy settings

A ‘Message from webpage’ dialogue box will appear asking if you are sure you want to delete
this document library. Click OK.

Create a site column

Site columns are fields that can be re-used across sites and sub-sites when you create lists or libraries.
There is an extensive list of out-of-the-box built-in site columns that can be used by contributors to

create and manage their content. (l.e. Base columns, core contact and calendar...)

vk wNE

6.5

6.6

Navigate to the site you want to add a site column to.

Click the gear icon and choose Site Settings from the dropdown menu.

From the Web Designer Galleries area, select Site Columns.

From the Site Columns page that appears, click Create to create a new site column.
In the form that appears, add the following:

e A name for your column in the Column Name field and select a Column type.

e Select an existing group or create a new site column group.

Add a Site Column to a document library
From the Library you want to update, click the Library tab and from the ribbon select Library
Settings.
From the Library settings page select Add from existing site columns.
Select Group to view site columns of the group.
Click Add to select a column and then click OK to add that column to your document library.

Change the existing column type of a library

You can change the settings for a column, such as the name of the column.

1.
2.

Navigate to the library you want to update the title for and select the Library tab.
From the Ribbon, select the Library (or List) settings button.

3. Click Library (or List) Settings.



4. From the Library (or List) Settings page, in the Columns area, click the name of the column that
you want to change.

Columns.

A column stores information about each document in the document library. Because this document library allows multiple content types, some column settings, such as whether infarmation is
required or optional for a column, are now specified by the content type of the document. The following columns are currently available in this document library:

Column {click to edity Tipe Used in

Author Single line of text Image, Audio, Video Rendition

Bit Rate Integer Video Rendition

Comments Multiple lines of text Image, Audio, Video Rendition

Copyright single line of text Image, Audio, Video Rendition

Created Date and Time Image, Audio, Video Rendition, Document
Date Picture Taken Date and Time Image

Description Multiple lines of text Video

Frame Height Integer Video, Video Rendition

Frame Width Integer Video, Video Rendition

Keywords Multiple lines of text Image, Audio, Video Rendition

Label Single line of text Video Rendition

Length (seconds) Integer Audio, Video, Video Rendition

Modified Date and Time Image, Audio, Video Rendition, Document

5. Make updates to the settings and click OK.

6.7 Grant access to a library

In some cases, your site might contain content only meant for certain users or groups. For example, you
might create a new library for a special project, and want to ensure that only people who work on that
project can access the library.

To restrict access, you have to first break permissions inheritance, and then change the permissions for
the list or library.

To grant permissions to a SharePoint group (or user) to a list or library:

1. Navigate to the library you want to grant access to and select the Library tab.
2. On the ribbon, select Shared With.

°®

Shared
With

3. From the Shared With window that appears, click Invite People.

Shared With %

H bieloff-admin

kmyles |
7
h 3

H kmyles-admin |

INVITE PEOPLE  ADVANCED

4. Inthe Share ‘Name of List or Library’ dialog box, enter the names of the people or groups that
you want to give access.



Share ‘Documents’ x
&8 Shared with [ kmyles-admin and [ bsieloff-admin

Invite people to ‘Edit’

Enter names, email addresses, or 'Everyone’,

Include a personal message with this invitation (Optional).

SHOW OPTIONS

5. After you add names, you can click Show Options to see these options:
e You can check Send an email invitation, and include a personal message.

e You can specify the permission level that you want the new users to have.
6. When you finish, click Share.

6.8 Require the check-out of files

Some groups may want to require users to check out documents before they can edit them. Checking
out files prevents users from editing files simultaneously and lets users add check-in comments to clarify
version history when versioning is turned on for the library.

NOTE: If you require checking out of documents for your library, make sure that you don’t need co-
authoring. Co-authoring is a feature that allows multiple people to edit a document at the same time
without overwriting each other’s changes. Co-authoring won’t work if check-out is required. For more
information about co-authoring see the following Document collaboration and co-authoring article:

http://office.microsoft.com/en-us/sharepoint-server-help/document-collaboration-and-co-authoring-
HA102772333.aspx?CTT=5&origin=HA103455685

To require check-out of files:

1. Navigate to the library you want to require documents to be checked out from and select the
Library tab.

2. From the Ribbon, select the Library settings button.

From the Library Settings page, under General Settings area, click Versioning settings.


http://office.microsoft.com/en-us/sharepoint-server-help/document-collaboration-and-co-authoring-HA102772333.aspx?CTT=5&origin=HA103455685
http://office.microsoft.com/en-us/sharepoint-server-help/document-collaboration-and-co-authoring-HA102772333.aspx?CTT=5&origin=HA103455685

General Settings

@ Versioning settings € —————————

8 Advanced settings

@ Validation settings

a Column default value settings
@ Rating settings

@ Audience targeting settings

8 Metadata navigation settings
@ Per-location view settings

@ Form settings

4. From the Versioning Settings page that appears, in the Require Check Out section, for the

‘Require documents to be checked out before they can be edited?’ question, select Yes.
Fequire Check Cut

Specify whether users must check
out documents before making Require documents to be checked out before they can be
changes in this document library. adited?
Learn about requiring check out,
Yes © No

5. Click OK to save your changes.

6.9 Enable and configure versioning in a library

Navigate to the library you want to require versioning for and select the Library tab.
From the Ribbon, select the Library settings button.

From the Library Settings page, under General Settings, click Versioning settings.

i e

From the Content Approval section, for the ‘Require content approval for submitted items?’
guestion, select Yes.

Content Approval

Specify whether new items or

changes to existing items should . - s
3 > ?
remain in a draft state until they Require content approval for submitted items?

have been approved. Learn about ® Yes @ No
requiring approval.

5. Inthe Document Version History section, select either Create major versions or Create major
and minor (draft) versions.

Document Version Histors
Specify Whethera version s created C_reate a version each time you edit a file in this document
each time you edit a file in this library?
daocument library, Learn about @ No versioning
versions. : .
© Create major versions
Example: 1, 2 3,4
@ Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

6. Optional: Select the number of versions you want to retain in the list.



Optionally limit the number of versions to retain:
(] Keep the following number of major versions

[ Keep drafts for the following number of major versions

7. Determine which users should be allowed to see drafts of items that have not been approved.
This option is only available when 'Require content approval for submitted items’ is set to Yes.
In the Draft Item Security section, select one of the following:
e Any user who can read items. This selection allows access to anyone who has Read
permissions to the site.
e Only users who can edit items. This selection restricts the view of drafts to those who
have permissions to edit.
e Only users who can approve items (and the author of the item). This selection restricts
the view to only the original author of the item and those who have permissions to
approve items in the list.

Draft ltem Security

Drafts are minor versions or items

which have nat heen approved. Whao should see draft items in this document library?
Specify which users should be able = 2
to view drafts in this document © Any user who can read_ |§enls
library. Learn about specifying @ Only users who can edit items
[ i i ¥ S
BEDESTHES RN ER S Only users who can approve items (and the author of the
item)

8. If you want users to check out documents before they can make any changes to the library, then
in the Require checkout section, click Yes.

Note: The Require checkout section appears only for a library.
9. Click OK to save your changes.

6.10 Set validation settings for a library
1. Navigate to the library you want to manage validation settings for.
2. Click the Library tab and select the Library Settings button.
3. Select the Validation Settings link.

General Settings

8 Versioning settings

@ Advanced settings

@ Validation settings

a Column default value settings
@ Rating settings

@ Audience targeting settings

@ Metadata navigation settings
@ Per-location view settings

a Form settings



4. From the Validation Settings page that appears, you can define a formula that will be triggered
when the user tries to save a new item in the list or library. Click Save to save these changes.

Formula

5 Farmula:
Specify the formula you want to

use to validate data when new

items are saved to this list. Ta
pass validation, the formula
must evaluate to TRUE. For mare
infarmation, see Formulas in
Help

Example: =[Discount]<[Cast] will
only pass validation if column
Discount is less than column

Cost.

Learn more about proper syntax
for formulas.

User Message

User Message:

Type descriptive text that will

Settings » Validation Settings

Insert Calumn:

Copy Source
Created
Modified
Title

Add to formula

help site visitors understand
what is needed far a valid list
item. This description will be

shown if the validation
expression fails,

6.11 Enable ratings for a library

Save

o]

In order to allow library visitors and contributors to rate library items, and to encourage interaction,
ratings must be turned on for the library:

1. Navigate to the library you want to set up ratings for.
2. Click the Library tab and select the Library Settings button.
3. From the General Settings page, click Rating Settings.

General Settings

@ List name, description and navigatiort

a Versioning settings

@ Advanced settings

@ Validation settings

a Column default value settings
@ Rating settings %
@ Audience targeting settings

@ Metadata navigation settings
a Per-lacation view settings

8 Farm settings

4. Under ‘Allow items in this list be rated?’area, click Yes.

Rating settings

ify whether or nat items in this list can be rated.

u enable ratings. two fields are added ta the content
fist and a rating controlis added to the

f th

he
or "Star Ratings” as the way content is rated

ar library. You can choose either "Likes™

Allow items in this list to be rated?
©ves @ No
Which voting/rating experience you would like to enable for this list?
Likes. Star Ratings

o | Cancel



Perform either of the following:

e Click Likes to let site visitors indicate that they like a document or other list item. NOTE: The
total number of Likes will be displayed next to the item and, if a visitor hovers, who has liked
them is displayed for that item.

e C(Click Star Ratings to let site visitors rate items with 1 to 5 stars, star ratings of multiple
visitor responses will automatically and the result will be displayed next to the item.

7.0 Web Parts

7.1 The Project Summary WebPart and timeline

The Project Summary Web Part provides a high-level view of the events and tasks involved in a project.
By default, it is included on the Home page for a project site. It can also be added to any other site that
includes a task list.

The left side of the Project Summary web part includes a countdown to the due date for the next task
shown on the timeline. If the timeline is not displayed, the web part counts down to the due date for the
task with the closest future due date. Next to the countdown, the web part can display either the
timeline for the project, or a list of late and upcoming tasks and calendar events. You can use the arrow
buttons, at the upper-right corner of the web part, to alternate between the timeline and the
late/upcoming tasks and events.

The procedures in this section are adapted from the following article:

View tasks and events in the Project Summary web part: http://office.microsoft.com/en-
us/sharepoint-help/view-tasks-and-events-in-the-project-summary-web-part-HA102921509.aspx

7.2  Change which timeline is used on the Project Summary web part:
1. Onthe Page tab, click Edit page.

BROWSE PAGE

=4
Edit Page Edit
- Properties
Edit Y

2. Click once in the Project Summary web part, and then, on the Web Part tab, click Web Part
Properties.

BROWSE PAGE INSERT || WEB PART || TIMELINE

a el 3

Web Pa Insert Related Minimize Restore Delete
Properties List

Properties ships State



http://office.microsoft.com/en-us/sharepoint-help/view-tasks-and-events-in-the-project-summary-web-part-HA102921509.aspx
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3. Choose the Primary Task List for the web part from the Primary Task List dropdown menu. (This
is the task list that is used for the due date countdown, and it determines which timeline is

displayed.)
1 Project Summary X
Project Summary 2
Primary Task List
Tasks < E

4. If you don’t want to include a timeline on the Project Summary web part, under Headlines, clear
the Timeline check box.

Headlines
Display Panel Name Modify
Count Down
Timeline
late (edit)
upcoming (edit)

5. To save your changes, click OK on the Project Summary web part properties box.

Chrome Type
None |ZI

Layout

\ Advanced

™~

N\ ok Cancel Apply

6. On the Page tab, click Stop Editing.

BROWSE PAGE

Stop Editing Edit
- Propertie

Edit

7.3 Change the late and upcoming lists on the Project Summary web part:
1. On the Page tab, click Edit Page.



BROWSE PAGE

Edit Page Edit
- Properties

Edit N

2. Click once in the Project Summary web part, and then, on the Web Part tab, click Web Part
Properties.

3. From the Project Summary form, under the Headlines area, select the check box next to late
and/or upcoming for each list that you want to include in the web part.

Headlines
Display Panel Name Modify
Count Down
Timeline
late {edit)

upcm (edit)

4. If you have multiple task lists on the site, and you want to include more than just the primary
task list in the list of late tasks on the Project Summary web part, click edit, next to late.

5. Select the check box next to each task list that you want to include in the list of late tasks, and
then click OK. (Skip this step if you are not changing the list of late tasks.)

Lists to Include in Late Panel
Select which lists you would like to include in the Late panel. Unfinished items from the selected

lists that are due prior to the current date will appear in this panel.

Tasks - Primary Task List

oK l ‘ Cancel ‘

6. To change what tasks and events are included in the upcoming list, click edit, next to upcoming.
(If you are not making changes to the list of upcoming tasks and events, skip to Step 9.)



9.

Lists to Include in Upcoming Panel

Select which lists you would like to include in the Upcoming panel. ltems from the selected lists
that are due today or later will appear in this panel.

Calendar
Tasks - Primary Task List
Show items for the following number of upcoming days:; 14 |

‘ OK ‘ ‘ Cancel ‘

Select the check box next to each task list or calendar that you want to include in the list of
upcoming tasks and events.

If you want to change the timeframe for upcoming tasks and events, you can type a different
number of days in the box next to Show items for the following number of upcoming days, and
then click OK. By default, the Project Summary web part includes tasks and events that have due
dates or that are occurring within the next 14 days.

Click OK on the Project Summary web part properties box.

10. On the Page tab, click Stop Editing.

7.4

Open and use the Web Part Maintenance page

If you encounter problems with a Web Part or Web Part connection on a page, you can use the Web

Part Maintenance Page to help isolate and fix your problem.

1.

Navigate to the Site Pages library that contains the page. (Options gear/ Site Contents/ Site
Pages)

Select the page and click the Files tab.

From the ribbon, click Edit Properties.

Click Open Web Part Page in maintenance view to display the Web Part Maintenance Page.

Name *
l ITest page .aspx

Open this Web Part Page in maintenance view to delete problem Web Parts and remove persaonal settings.
Open Web Part Page in maintenance view

Save ‘ | Cancel

Verify that you are in the view that you want- either a personal view or shared view. If you need

to switch views, do one of the following:

e If youarein a personal view and you want to switch to a shared view, click Switch to shared
view.

e If youare in a shared view and you want to switch to a personal view, click Switch to
personal view.



lest page » Web Part Page Maintenance o

Close | Reset | Delete | Go Back to Web Part Page | Switch to personal view

Select All

Web Part Title Type Open on Page?

iscussions List XsltListViewwebPart Yes
Task list XsltListViewWebPart Yes

Caution: You are modifying this Web Part Page for all users

6. Select one or more Web Parts, and then do one of the following:
e To move a Web Part to the Web Part Page gallery, click Close.
e To remove personal property values and revert to the shared property values of the
Web Part, click Reset. (You are prompted for confirmation before resetting a Web Part.)
e To permanently delete a Web Part from the page, click Delete. (You are prompted for
confirmation before deleting a Web Part.)

NOTE: If the ‘Allow editing in personal view’ box is unchecked, a Web Part may only be
deleted in a shared view.

7. When you finish, click Go Back to Web Part Page.

NOTE: You cannot use the Web Part Maintenance Page to close, reset, or delete a static Web Part (that
is, a Web Part outside of a Web Part zone). To maintain a static Web Part, you must use a SharePoint-
compatible Web design program, such as Microsoft SharePoint Designer 2013.

For more information, please see the following article: Open and use the web Part Maintenance Page:
http://office.microsoft.com/en-us/sharepoint-help/open-and-use-the-web-part-maintenance-page-
HA104046809.aspx
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